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Useful information 
 
There will be parts where you are free to use your smartphone to check on words. Here are some useful 
websites that you might want to use: 

• www.dict.cc  offers words in different contexts and has an audio option for getting the 
pronunciation right; can be downloaded as an app for using it offline. 

• www.leo.org  quite similar to dict.cc but without the offline option 
• www.linguee.de  a German-based online dictionary that presents you words embedded in whole 

sentences and thus in a specific context. Very helpful for checking on whether a certain 
combination of words can be used in a particular situation. 

 
 
 
 
 

Copyright information: All pictures used in this script were taken from www.pixabay.com and are declared as 
free for commercial use. 



 
Banqueting – Function sheet 

Task 1 Match the English words in the box below with their correct 
German translation. 

time: 
10 
minutes 

 
German English 

die Veranstaltungsart  

die Rechnung, die Quittung  

die Tischordnung  

die Abteilung  

die Rechnungsadresse  

der Veranstalter  

die Gästeanzahl  

die Uhrzeit von… bis…  

die Kontaktdaten  

der Ansprechpartner (vor Ort)  

der Verteiler  

die Besonderheiten  

die technische Ausstattung  

die besondere Ernährung  

 
 
Words to choose from 
distribution list – special arrangements – billing address – department – bill, receipt 
– function type – number of pax – contact details – technical equipment – special 

diet – time from… to… - event organizer – seating arrangement – event coordinator 
 

 

pe – number of pax – contact details – technical equipmen
m… to… - event organizer – seating arrangement – event vv
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Task 2 a) Read the text below. Underline unknown words and look 
them up in a dictionary. 

 

b) Read the text a second time and underline relevant 
information. Answer the questions in German on page 5. 

time: 
20 
minutes 

 

What is a function sheet? 
 
The function sheet or banquet event order (BEO), is a document 
that outlines all the details of a wedding or event at a restaurant or 
hotel. The hotel or restaurant uses the BEO as their set of directions 
for the event. As an event planner, you want to be 
familiar with BEO’s so you can ensure all the timing, logistics, and 
details provided by the venue are correct. 
 
On a function sheet the banquet manager collects a relevant event 
details such as the event name, date, setup times, event start time, 
event end time, expected guest count, and specific room 
location(s). Also, there should be a detailed order and timing of 
events for the day included. For weddings, the function sheet will typically include event 
timelines for everything such as guest arrival, ceremony start time, cocktail hour start/end 
times, when the toasts are, time of dinner service, and time of the cake cutting. 
Furthermore, it should include menu selections for food and beverage including types of 
appetizers served, whether champagne will be passed when guests arrive, quantity of each 
entrée selection, vegetarian meals needed, special dietary needs of guests, water service 
details […], number and type of children’s meals, types of alcohol and beer to be served at 
the bar (including specific brands), and type of coffee service to be provided. The function 
sheet will also include how the buffet or food stations are to be set up and positioned in the 
room. 
Usually, it includes room setup details such as number of tables, number of seats per table, 
location of the entertainment, stage size/height/location, a diagram of the room layout, linen 
colors and styles to be used, centerpiece details, types of chairs to be used, notes about 
rental items related to the room setup, but also technical equipment such as projectors or 
loudspeakers if needed. 
The banquet manager can add additional information on staffing requirements such as the 
number of wait staff and bartenders at the event, security staff, parking attendants, coat 
check attendant and ticket sellers. Information on parking and transportation logistics such 
as details about valet parking, guest self-parking, and arrival times of guest shuttles will help 
to organize the event accordingly. […] The terms and conditions will outline details related 
to a cancellation of the event along with payment due dates and other legalities. You can 
review the costs from the BEO with the client´s budget to ensure it is in line with the client 
expectations. 
 

Source: https://plannerslounge.com/what-is-a-beo/ 

New words from the text: 
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Reading comprehension 
 

1. Was ist ein Function Sheet allgemein und wie nennt man es noch? 

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________ 

 
2. Welche relevanten Informationen zu einem Event werden üblicherweise auf 

einem Function Sheet erfasst? 

___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________ 
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________ 
 

3. Welche zusätzlichen Informationen können außerdem auf einem Function 
Sheet enthalten sein? 

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________________________ _
_________________________________________________________________________________________

________________ ___________________________________________________________________________________________________________________
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Task 3 Read the text below. 
Write down all relevant details in the function sheet on page 7. 

time: 
15 
minutes 

 
Timo Stern:  Hello. I’m Timo Stern, the functions manager. 
Mrs. Richards  Hello. I’m Patricia Richards. 
Timo Stern:  Pleased to meet you, Ms Richards, and welcome to Hotel Brillat Savarin. 
Mrs. Richards  Thank you. Pleased to meet you, too. 
Timo Stern:  Are you enjoying your stay in Berlin, Ms Richards? 
Mrs. Richards  Yes, I am. It’s a beautiful city. And so full of energy! It’s a 

pity about the weather, though. 
Timo Stern:  Yes, it is. Last week was lovely, sunshine and twenty-five degrees. Well, 

please come through to my office. May I take your coat? 
Mrs. Richards  Yes. Thank you. 
Timo Stern:  Please, take a seat — over here. 
  Thanks. 
Timo Stern:  My assistant tells me that you’re planning a function. Is that right? 
Mrs. Richards  Yes, that’s right. A dinner for about 40 people. I’m the president of a historical 

society — Ely Historical Society. We organize a trip abroad for our members 
each year, and this year we’re doing Germany’s North-East. That’s why I’m 
here in Berlin — I’m sorting out arrangements for the trip. 

Timo Stern:  Well, that sounds very interesting, and I’m sure we can come up with 
something suitable. But before we get down to business, can I get you 
something to drink? 

Mrs. Richards  Yes, please. A coffee would be lovely Black, no sugar, please. 
Timo Stern:  So, would you like to tell me a bit more about the function you are planning? 
Mrs. Richards  Sure Well, as I said, we organize an annual trip for our members. At the end of 

the week, we always have a special dinner. 
Timo Stern:  I see. Do you know the exact dates of the trip yet? 
Mrs. Richards  Yes, I do. Let me see it will be from Saturday the 16th of July to Saturday the 

23rd, and we’ll be in Berlin on the Friday. 
Timo Stern:  So that will be the 22nd Just let me check Yes, our function room is 

definitely available on that day.
 

Mrs. Richards  Oh, good! 
Timo Stern:  What time would you like the dinner to start and end? 
Mrs. Richards  Well, if we started at seven o’clock, we would be finished by ten thirty or 

eleven, I expect. 
Timo Stern:  Let’s say eleven thirty, to be on the safe side How many people will be 

attending? 
Mrs. Richards  Well, I’m not quite sure yet, but it will be about 40. 
Timo Stern:  Right. It would be helpful if you could confirm the numbers as soon as 

possible. Will there be any children, do you think? 
Mrs. Richards  Yes, there will be five or six children. 
Timo Stern:  That’s fine. Well, if you’re ready, we’ll take a look at our function room now. 
Mrs. Richards  Yes, of course. 
Timo Stern:  Would you like to follow me, then? 
 

Source: Williams (2006): Hotel Matters – Englisch für Hotel- und Restaurantfachleute. Cornelsen Verlag, Berlin. 
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Function Sheet – Hotel Brillat Savarin 

Datum:  Uhrzeit:  
Veranstalter:  Veranstaltungsart:  
Personenzahl:  Raum  
 
Name:  Telefon:  
Adresse  Mobil:  

Email:  
Rechnung: o Zusenden 

o Bezahlung vor Ort 
Anzahlung:  

Ablauf: Uhrzeit: Bezeichnung: 
  
  
  
  
  
  

Speisen: o Menü 

o Buffet 

o Flying 

o Vegetarier 

o Veganer 
o Allergiker 
o Kinder 

o Kuchen 
Getränke: o Pauschal 

o Selbtszahler 

o Sektempfang 

Tischform:  Tischanzahl:  
Dekoration: o Menükarten 

o Tischkarten 

o Tischdekoratione / Blumen 

o Raumdekoration /  Blumen 

o Sitzplan 

Garderobe:  

Technik:  

Verteiler:  
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Task 4 A sales talk is usually divided into different parts to keep a logic 
structure. Take a look at the table below and decide which of Timo 
Stern´s sentences from the dialogue on page 6 belong to which 
part. Write down the sentences next to each part. 

time: 
15 
minutes 

 

 
Task 5 Work together with a partner. Choose one of the occasions (= die 

Anlässe) below and prepare a sales talk. Be prepared to act out your 
sales talk in a roleplay. 
 

 

time: 
15 
minutes 

 
Role A: Banquet manager 
• Welcome your client and do some small talk 
• Ask for relevant details 
• Write everything down 
• Repeat the most important facts given at the end 
• Be polite at all times 

 Role B: Client 
• What occasion? 
• How many people? 
• Date and time? 
• Special wishes / arrangements?  
• Wishes on food and beverages? 
• Budget? 

 
 

Parts  Purpose  Example(s) from the dialogue 
     

Warming 

up 

 Doing small talk to 
make the guest feel 

welcome 

 ____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
 

     

Main 

part 

 Collecting all details 
that are relevant for 

the function 
 ____________________________________________ 

____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
 

     

Rounding 

off 

 Repeating 
information and 

giving further 
information e.g. on 
the function room 

 ____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
____________________________________________ 
 

?
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Language help: Describing pictures 
• In the foreground, there is / are… 
• In the background, there is / are… 
• In the middle of the picture, there is / are 
• In the bottom left / right corner of the picture, there is / are… 
• In the upper left / right corner of the picture, there is / are… 
• Behind the / In front of the / Next to the … there is / are… 

Remember: 
Always use the Present Progressive when describing pictures! 

form of “to be” (am / is / are) + main verb + “-ing” 
Peter is standing in front of the house. 

 

Task 1 Work together with a partner.  
• Describe the situation shown in the photo.  
• Think about what the problem might be in each 

picture.  
Write down short notes of your ideas. 

time: 
10 minutes

Source: Nadolny (2010): Hotel & Catering Milestones. Klett Verlag, Stuttgart/Leipzig. 
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Task 2 Work together with a partner.  
Discuss what other things guests complain about in 
your hotel(s). 
Write down your findings in a mind map using the 
template below. 

time: 
10 minutes

Source: Nadolny (2010): Hotel & Catering Milestones. Klett Verlag, Stuttgart/Leipzig. 
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German Englisch 
die Beschwerde  
sich beschweren über (verbal phrase)  
die Entschuldigung  
sich entschuldigen für (verbal phrase)  
die Wiedergutmachung  
die Unannehmlichkeit  
die Lösung  
der Gutschein  
der Rabatt  
das Ansehen  
der Beschwerdebrief  
eine Lösung finden (verbal phrase)  
die Verantwortung  
wertschätzen (verb)  
beruhigen (verb)  
untersuchen / nachgehen (verb)  
zufriedenstellen (verb)  
unverzüglich (adverb)  
reparieren (verb)  
 
Words to choose from 

 
reputation – solution – invoice – to resolve a problem – to investigate – to reduce –  

to appreciate – to satisfy – complaint – to cooperate – to adjust – to complain about – 
apology – to compensate – to fix – to verify – compensation – to apologise – inconvenience 

– responsibility – to settle – discount – letter of complaint – voucher – immediately 
 

Task 3 Match the English words with their German 
translations. You will find the words in the box below. 
 
Attention: There are more words than needed so you 
will have to think carefully before matching them. 

time: 
10 minutes



 
Dealing with complaints 

 

 
 
 
 
 
5 
 
 
 
 

10 
 
 
 
 

15 
 
 
 
 

20 
 
 
 
 

25 
 
 
 
 

30 
 
 
 
 

35 
 
 
 
 

40 

 Tamara: 
 
Mr. Baker: 
 
 
 
Tamara: 
 
Mr. Baker: 
 
 

Tamara: 
 
 
Mr. Baker: 
 
Tamara: 
 
Mr. Baker: 
 
Tamara: 
 
 
 

Mr. Baker: 
 

 
 

Tamara: 
 
 
 
 
Mr. Baker: 
 
Tamara: 
 
 
 

 
Mr. Baker: 
 
Tamara: 
 
 

 Good morning, sir. How may I help you? 
 
There´s nothing good about this morning thinking of the disastrous holiday we´ve 
had so far. We checked-in into our room yesterday and everything went wrong from 
then on. 
 
I´m very sorry to hear that. May I ask what the problem is exactly? 
 
Make it plural – there´s more than one problem that irks me. First of all, It´s the 
wrong room. I have booked a room with a balcony, but there is no balcony.  
 
I see. Let me check your booking details. Can I have your name and your room 
number, please? 
 
Sure, it´s Baker and we´re staying in room 2040. 
 
You booked the room on our website, didn´t you? 
 
Yes, that is correct. 
 
On our website it says that rooms with balcony are subject to availability and cannot 
be guaranteed. We try our very best to comply with guest´s special wishes but it 
isn´t always possible, I´m afraid. 
 
I understand. Apparently, I didn´t get that piece of information in the first place. 
However, there´s another problem with the shower as there´s only hot water. My wife 
almost burned her skin! Luckily, she got out there before anything could happen. 
 
I see. Thank you very much for bringing this to our attention. I’ll contact 
maintenance at once. Someone will come up to fix it. I apologise for any 
inconvenience. Can I offer your wife a voucher for a massage in our Spa to recover 
from this unpleasant start to the day? 
 
Well, at least one problem seems to be fixed then… 
 
With regard to your booking, I can fully understand your disappointment. I’ll contact 
the duty manager and explain the situation to her. Perhaps she can find a way to 
allocate you a different room with a balcony. Would you like to have a cup of coffee 
in the meantime? 
 
That sounds like a good idea to me. Thanks for your help. 
 
With pleasure! Again: I sincerely apologise for any inconvenience you have had. I 
can assure you that we will be doing everything to get everything sorted to your 
liking.
 
 
 

Task 4 Read the sample dialogue and match each step in the 
table on page 7 with suitable phrases. 
 
For quick students: Add more sample phrases to 
each step if you can think of any. 

time: 
10 minutes
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Empathise 
and  
apologize! 

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________ 

 
Listen and 
acknow-
ledge! 

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________ 

 
Take 
action! 

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________ 
___________________________________________________________
___________________________________________________________ 

 
Offer 
compen-
sation! 

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________ 

to emphasize (verb) – mitfühlen, nachvollziehen 
to acknowledge (verb) – zur Kenntnis nehmen; hier: sich für eine Anmerkung bedanken 
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1. I´ve ordered a cream of tomato soup. The soup is only lukewarm. 

___________________________________________________________________________
___________________________________________________________________________ 

2. The waiter was very rude (unhöflich) to me when I asked for a jug of warm milk with my 
coffee. 

___________________________________________________________________________
___________________________________________________________________________ 

3. I ordered a glass of Riesling more than thirty minutes ago. I would like to pay now… 

___________________________________________________________________________
___________________________________________________________________________ 

4. The light switch in the restroom doesn’t seem to work.  

___________________________________________________________________________
___________________________________________________________________________ 

5. The guests sitting at the table next to us are way too noisy. 

___________________________________________________________________________
___________________________________________________________________________ 

6. I’ve asked for two extra napkins twenty minutes ago. They still haven’t arrived! 

___________________________________________________________________________
___________________________________________________________________________ 

7. You recommended the Grauburgunder to me, but it had a distinct cork taste!  

___________________________________________________________________________
___________________________________________________________________________ 

 

Task 5 You work in the restaurant. Guests approach you having 
different complaints. Deal with these complaints on pages 14 
and 15 by: 

• apologizing using different ways of saying “sorry” 
• offering suitable ways of taking action 

time: 
10 minutes
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8. I’ve been looking forward to the chocolate cake for dessert only to find that it´s still 
frozen on the inside! 

___________________________________________________________________________
___________________________________________________________________________ 

 

  

"Topless sunbathing on the beach should be banned. The holiday 
was ruined as my husband spent all day looking at other women." 
 

No-one told us there would be fish in the sea. The children were startled.  

"We found the sand was not like the sand in the brochure. Your 
brochure shows the sand as yellow, but it was white." 

"We booked an excursion to a water park, but no-one told us we had 
to bring our swimming costumes and towels."  

 

"The beach was too sandy." 

 
"My fiancé and I booked a twin-bedded room, but we were placed in a double-
bedded room. We now hold you responsible for the fact that I find myself 
pregnant. This would not have happened if you had put us in the room that we 
booked."

Task 6
Below you will find a selection of real complaints collected 
by the travel agency Thomas Cook. Be prepared to 
spontaneously react to one of these complaints in a short 
roleplay… 
 

time: 
10 minutes

Angelehnt an: www.trainerbubble.com/download/ridiculous-complaints/ (2020). 
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To: customerservice@carltonhotels.co.uk 

Subject: Complaint regarding stay in your restaurant 

To whom it may concern, 
Following a telephone conversation (on Sept. 28) with Customer Service employee Janet Chapman, 
I was requested to put the following complaint in writing. I would like to draw your attention to the 
following points: 
             - I reserved a quiet table in the back of the restaurant. However, I was seated in the front 
                when I arrived.  

- I had been waiting for more than forty minutes before my meal was served. I wasn´t able 
to finish lunch or I would have been late for my meeting. 
- There were no paper towels in the bathroom, so I wasn’t able to dry my hands properly. 

I’m a regular guest at your restaurant and was disappointed with your service, therefore I would like 
my money back/some compensation. 
I look forward to your reply. 
Regards, 
 
Robert Deiser 

 
To: r.deiser@atx.de 

Subject: Re: Complaint regarding stay in your restaurant

 
Dear Mr Deiser, 
 
________________________________________________________________________________________. 
________________________________________________________________________________________  
not only for your unsatisfactory stay but also the delay in replying to you. Sickness has led to staff 
shortages in our department.  
The situation with the table was unfortunate. We had a block booking from a travel company and 
your request had been overlooked. 
 
Regarding the waiting time, ______________________________________________________________. 
Our service personnel in charge hadn’t communicated with our kitchen staff properly which caused 
your lunch order to be delayed. We have already 
_______________________________________________________________________, and new 
communication procedures will be implemented. 
 
Finally, _______________________________________________________________for the missing paper 
towels. ________________________________________________________________________________, 

Task 7 Complete the reply to Mr Deiser's email with the help of the 
phrases on page 11.  time: 

10 minutes
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as we had a delay with the delivery and there weren’t enough towels available on that day. You 
should have been informed of this. 
 
___________________________________________________________________________ complaint and 
________________________________________________________________________________________  
none of this will happen again. 
 
_________________________________________________________________________________________
we would like to offer you a lunch meal free of charge, non-alcoholic drinks included. Please see 
the attached voucher.  
_________________________________________________________________________________________
_______________________________________________________________________________________ .  
 
Best regards, 
Simon Barker 
Head of Customer Service 

 
 

 
 
 
 

Angelehnt an: Nadolny (2010): Hotel & Catering Milestones. Klett Verlag, Stuttgart/Leipzig. 
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To: customerservice@brillathotel.de 

Subject: Complaint regarding stay in your restaurant 

To whom it may concern, 
As requested in a telephone conversation with Customer Service employee Susie Sour, I am now 
putting my complaint in writing. As a regular guest in your restaurant, I was quite disappointed to 
experience such poor service this time. In particular, I would like to draw your attention to the 
following points: 

• I reserved a table at the window. However, there were only tables near the restrooms 
available when I arrived. 

• There was building noise in the restaurant, so we couldn’t really enjoy our meals there.  
• The waiter was quite rude when I asked for red wine with my fish. 

On its website, the restaurant promises first-class facilities and services. Unfortunately, this is not 
what we experienced last week. Therefore, I would like some sort of compensation to make up for 
the inconvenience we experienced. 

 
I look forward to your reply.  

 
Regards,  

 
Peter Newark  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Task 8 Write an email to Mr. Newark apologizing for the 
inconveniences he experienced.  For this use the space 
provided on page 14. Include the points in the box below Mr. 
Newark´s email. 
Mind the list of helpful phrases on page 13 as well.  

time: 
30 minutes

1. Entschuldigen Sie sich für die Unannehmlichkeiten.  

2. Die Tischsituation ist leider auf einen Computerfehler zurückzuführen (glitch in the computer 

system). 

3. Der Baulärm kam daher, dass das Konferenzcenter neben dem Restaurant renoviert wurde. 

Grund: im Februar sind im Jahresvergleich die wenigsten Gäste im Hotel. 

4. Im Restaurant muss ein Missverständnis vorgelegen habe
n. Sie werden sich der Sache persönlich 

annehmen. 

5. Betonen Sie, dass Sie den Erhalt der Bes
chwerde bedauern und versichern (to assu

re) Sie, dass so 

etwas nicht wieder vorkommt. 

6. Bieten Sie als Entschädigung einen Gutschein für ein Drei-Gänge-Menü, korrespondierende 

Getränke exklusiv. Weisen Sie auf den Voucher im Emailanhang hin. 

7. Schreiben Sie, dass Sie hoffen M
r. Newark trotzdem bald wieder als Gast begrüßen zu dürfen. 

8. Verabschieden Sie sich höflich. 

ühreühree

Angelehnt an: Mayr (2020): Englisch für das Hotelfach. OSZ Gastgewerbe, Berlin. 



 
Dealing with complaints 

 
Across 
(1) sich entschuldigen 
(4) Would you like a drink_____ ____ _____? (three words) 
(8) sofort (adverb) 
(10) I do apologize for the __________caused. 

 Down 
(2) die Entschuldigung 
(3) I'm ______ that is not possible, because... 
(5) I'll see to this problem______ _______. (two words) 
(6) die Beschwerde 
(7) I'm _______ sorry.  
(9) I'll ask the chef to fix it _______ _____ (two words) 

Extra 
task

Solve the crossword puzzle using the clues below. time: 
10 minutes

Useful phrases for writing an email of apology 
1. Polite opening 

• Thank you for your email regarding your recent stay…. 
• We were sorry to hear that… 
• Thank you for your feedback. 

 
2. Explanation 

• We would like to explain… 
• Moreover, we are really sorry about… 
• Secondly, you mentioned… 
• This was unfortunately due to… 

 
3. Action / Compensation 

• We can assure you… 
• I will personally look into… (this matter) 
• Please accept my sincere apologies on behalf of the hotel management 
• To compensate for your inconvenience… 

 
4. Polite ending 

• Once again, we do hope you will accept our apologies and we look forward to 
welcoming you again to… 

• Yours sincerely… 

Mayr (2020): Englisch für das Hotelfach. OSZ Gastgewerbe, Berlin. 
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New message                                                                                      
 

To: newark.peter@email.com d 
 

From: d 
 

Subject: d 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
                                                              Send                Save draft                 Discard 



 
Preparation for the final exams: Guest communication 

 

 

Task Work together with a partner and prepare a roleplay on one of 
the scenarios below. Write down your ideas first. Be prepared 
to act out your roleplay in front of the class. 

time: 
30 minutes

•

•

•

•

•

•

•

•


